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新進教師報到資料檢核表
National Yunlin University of Science & Technology
New Faculty Report-for-Duty Checklist
聘任系所Department：                  
職稱Position:                      
教師姓名Name：                   
教職員編號Faculty Number:              
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應填寫書件表單 Documents required to be filled out
	項          次Item No.
(★為必繳書表)

(★is required)
	填寫說明、注意事項
Description and Items for Attention
	業務承辦單    位

Unit in charge
	檢核區CheckBox

	
	
	
	教師

檢核
Check by the faculty
	人事室檢核

Reviewed by Personnel Office

	1 
	★公務人員履歷表

Civil Servant Resume
	1. 請貼妥照片。Please attach a passport–sized photograph of yours.
2. 經歷欄除以往經歷外，現職亦請填入。
In the blank space of your “Work Experience and Current Position”, both of your work experiences and current position are required for the job
3. 簡要自述請務必手寫，不得少於100字。
The completion of  your  Autobiography section should be done in your own  handwriting properly  , and the length is no less than 100 words.
	人事室
Personnel Office
	□
	□

	2 
	★專任教師新聘到職聲明書
Tenured-track Faculty On-board Declaration
	本項文件內容閱讀完畢，務請簽名。
Please sign your name at the bottom of the form after your careful reading of the document’s content. .
	人事室
Personnel Office
	□
	□

	3 
	★專任教師國籍調查表
Declaration for Tenured-track Faculty Holding Both the R.O.C. Citizenship and Foreign Citizenship
	本項文件內容閱讀完畢，務請據實填報。
Please fill in this section with your accurate personal information after your careful reading of the document’s content. 
	人事室
Personnel Office
	□
	□

	4 
	★職前年資提敘申請書
Application Form Used for Faculty Salary Scale Assessment Based on Seniority Earned before Current Appointment
	如無職前年資者，請於經歷欄填”無”並於申請人欄親筆簽名。
If you do not have any real-life experience,  , please fill in  the work experience blank  with “Nil” and sign your name in the blank space provided in the form.
	人事室
Personnel Office
	□
	□

	5 
	★參加公教人員保險聲明書（1式3份）
Insurance Enrollment Declaration for Civil Servants and University Staff (to be completed in triplicate)
	Please sign your name at the bottom of the form after your careful reading of the document’s content. 
	人事室
Personnel Office
	□
	□

	6 
	★教職員暨眷屬全民健保加保調查表
A Survey Form to be Completed for the National Health Insurance Status of Faculty, Staff, and Non-employed Dependents
	1. 轉入者應檢附前投保單位轉出證明。外籍人士入境加保者，應檢附出入境日期證明書（出入境日期證明書請向出入境管理局申請）。
2. Newly-employed staff should submit their application with necessary documentary withdrawal proof from the National Health Insurance  issued by their previous servicing unit If they intend to register themselves for the enrollment from the National Health Insurance  Foreigners have to submit an Entry/Exit Date Certificate. To obtain this certificate,  (please apply to the National Immigration Agency)
3. 身心障礙人員等具減免資格者應檢附身心障礙手冊影本等證明。
People with physical and mental impairments entitled to exemption are requested to hand in a photocopy of their Disability Manual. Also a disability identification card and  disability certification documents are  also required in this regard..
4. 眷屬依附加保者，請詳閱申請表內所載說明事項。
To be claimed as a dependent for the enrollment  in the National Health Insurance with you (the taxpayer), please read the instructions provided in the application form carefully.
	人事室
Personnel Office
	□
	□

	7 
	實物代金、房屋津貼免稅扣除額申報表
The application form for Allowance in Kind or Cash and Deduction for Losses Incurred in Property transactions 
	凡於民國84年7月1日以後任初任公職者免填本表。
Newly-employed staff are exempted from this form if they are firstly employed as a public servant  after July 1, 1995.
	人事室
Personnel Office
	x
	x

	8 
	★支領月退休金人員再任申報函
 Retired Public Employees on a Monthly Pension considering Holding Public Office after retirement Again
	如非支領月退休金人員再任，請於空白處填寫”無”並簽名。
If you’re not a retired public employee on a monthly pension holding public office again, please fill “no” in the file blank and confirm this with you own signature.
	人事室
Personnel Office
	x
	x

	9 
	★參加公教人員退休撫卹基金人員補繳退撫基金年資權益通知書
Notification of the Rights and Interests of Public Employees in Recovering Pension Contributions for Periods not yet Counted toward Seniority.
	具有「購買年資權益通知書」所列之各項年資者，須依規定於到職日起三月內補繳退撫基金費用，逾期需繳納遲延利息。

如無可購買年資，請填寫”無”並簽名。

如有任何疑義請洽05-5525816-5816沈小姐。
For employees with experience eligible for counting toward seniority, as listed in the Notification, please recover the pension contributions within three months of the onboard date. Failure to recover the contributions within the specified period will result in interest costs.
If there’s no data, please fill “no” in the file blank and confirm this with you own signature. If you have any questions, please contact with Miss Shen, 05-5525816#5816.
	人事室
Personnel Office
	□
	□

	10 
	★參加公教人員退休撫卹基金人員補繳退撫基金年資權益申請書
Application Form Used for the Rights and Interests of Public Employees in Recovering Pension Contributions for Periods not yet Counted toward Seniority.
	
	人事室
Personnel Office
	□
	□

	11 
	★教職員工具有專業證照調查表
An Inquiry about  the Designation of Professional Certification earned by Faculty and Staff   
	未具專業證照者，證照名稱欄請填寫”無”並簽名。
If there’s no data, please fill in “no” at the column of “Certificate Name” and confirm this with you own signature.
	人事室
Personnel Office
	□
	□

	12 
	★專業證照違法兼職規定告知書
Notice of Illegal or Unethical Conduct in Connection with the Use of Professional Certificates to secure a part-time job 
	本項文件內容閱讀完畢，務請簽名。
Please confirm with your own signature after reviewing this part.
	人事室
Personnel Office
	□
	□

	13 
	★教師經歷調查表
 A Questionnaire used to collect Teaching Experiences
	如無資料，請填寫”無”並簽名。
If there’s no data, please fill in “no” and confirm this with your own signature.
	人事室
Personnel Office
	□
	□

	14 
	★榮譽資料表
Honor Information
	如無資料，請填寫”無”並簽名。
If there’s no data, please fill in “no” and confirm this with you own signature.
	人事室
Personnel Office
	□
	□

	15 
	★教職員服務證申請表（校園IC卡）
YunTech ID Card Application Form
	如已將相片電子檔寄送aex@yuntech.edu.tw者，免貼相片。

製作IC卡約需5個工作天，報到當天可申請臨時卡(保證金100元)。
If you have send your photo to  aex@yuntech.edu.tw, then you don’t have to paste the photo.
It will take 5 working days for your  YunTech ID Card to be ready for your collection. You can apply for the temporary card on the report-for-duty day with margin NT$100.
	人事室
Personnel Office
	□
	□

	16 
	身心障礙、原住民調查表
A Questionnaire for People with Physical and Mental Impairments  or Indigenous People  to fill in 
	具有此項身份者請浮貼證件影本。未具此項身份者免填。
Please attach the photocopy of this certificate. Those employees who do not belong to one of them  need not  complete this Form.
	人事室
Personnel Office
	□
	□

	17 
	★本校金融機構劃帳發款申請書
 Information on a correctly-filled  Application Form to open the Salary Account
	劃帳金融機構限台灣銀行，如欲辦理薪資帳戶優存者，請於報到後至台灣銀行斗六銀行完成開戶程序再行填送。
The available financial institution for you salary account to be applied can only be the Bank of Taiwan. To apply for the Preferential Interest Deposits, please apply after opening an account at the Bank of Taiwan, Douliu Branch, after report-for-duty.
	出納組
Cashier Division, Office of General Affairs
	□
	□

	18 
	薪資所得受領人扶養親屬申報表
Application Form for Tax Deduction (taxpayers claiming dependents) 
	扣繳所得稅用。
For Salary Income Tax Withholding
	出納組
Cashier Division, Office of General Affairs
	□
	□

	19 
	汽車停車證申請表
 Application Form for Car Pass
	
	駐警隊
Campus Security, Office of General Affairs
	□
	□

	20 
	公務長途電話密碼申請表
Application Form for the Toll-Free Phone Numbers for Official Business or University Business 
	取得公務長途電話號碼後請至本校首頁/使用者入口-教職員工/人事資訊系統-登入帳號、密碼/個人資料/個人基本資料-寫入個人公務長途電話號碼。
Please provide the official  business toll phone  number at YunTech SSO after the receipt of it. .
	營繕組
Construction and Maintenance, Office of General Affairs
	□
	□

	21 
	★電子郵件帳號申請表
Application Form for Email Account 
	本表建議於報到前先行填送聘任系所，經該系所主管核章後送資訊中心申請，俟取得電子郵件帳號後即至本校首頁/使用者入口-教職員工/教務資訊系統-登入帳號、密碼/個人資料/個人基本資料-寫入個人e-mail。
Before report-for-duty,  this form shall be completed and signed by the Head of Department before it is sent to the Information Technology Service Center of YunTech. , Once we receive your application, you will be sent or given an e-mail with your University username and a registration password for your account on the University’s Archives for the activation of your account. 
	資訊中心
Information Technology Service Center
	□
	□

	22 
	電子公文系統操作角色新增暨異動申請表
Application Form for Using the System of Electronic Official Documentations
	
	資訊中心
Information Technology Service Center
	□
	□

	23 
	「財產管理系統保管人登記」申請單
Application for Using Property Management for Personal Use 
	
	保管組
Property Management Division, Office of General Affairs
	□
	□

	24 
	新進專任教師職前產業研習(究)調查表
A Questionnaire for the Industrial Training / Research of New Tenured-track Faculty Before Report-for-Duty to Fill in 

	
	研發處
Office of Research and Development
	□
	□

	25 
	性別平等教育宣導單

Gender Equality Education Advocacy at Yunlin University of Science and

Technology
	
	秘書室
Secretary Office
	□
	□
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應繳交資料暨證明文件Documents required to be submitted

	項          次
Item No.
	填寫說明、注意事項
Description and Items for Attention
	業務承辦單    位
Unit in charge
	檢查勾記CheckBox

	
	
	
	教師

檢核
Check by the faculty
	人事室檢核

Reviewed by Personnel Office

	1 
	全戶戶籍謄本或戶口名簿影印本

A photocopy of the full Household Registration Transcript (Household Registry)
	含本人及直系尊卑親屬(3個月以內之新式戶口名簿或戶籍謄本)
The Full Household Registration Transcript or Household Registry of The faculty and staff members within the last 3 months
	人事室
Personnel Office
	□
	□

	2 
	身分證正、反面影印本
A photocopy of the back and front sides of your ID card 
	外籍教師請繳送護照及居留證影本
For foreign faculty members,   two separate copies  of the passport and the ARC card shall be submitted. 
	人事室
Personnel Office
	□
	□

	3 
	最高學歷證件影印本
An Authenticated photocopy of the Highest Degree  Diploma
	請攜帶正本驗證
Please prepare the original copy for further inspection.
	人事室
Personnel Office
	□
	□

	4 
	最高學歷成績單影印本
A photocopy of the transcripts of your academic record (the Highest Academic Education Transcript)
	
	人事室
Personnel Office
	□
	□

	5 
	全部經歷證件或服務證明影印本
A photocopy of  all the Records of Employment History and Service Years
	含聘﹑任﹑派﹑免令及歷年考績(年資加薪)通知影印本，如歷年年資加薪通知書未保存完整者，請向原服務學校申請補發或於離職證明書加註歷年年資加薪結果。
  A photocopy of notice of appointment, employment, assignment, removal, and previous performance appraisal (year salary increment) shall be provided. If the previous year salary increment notice is not kept intact, please apply for reissuance  at the original service school   or add the previous year salary increment in the resignation certificate as a postscript to this regard. 
	人事室
Personnel Office
	□
	□

	6 
	教師證書或考試及格證書影印本
A photocopy of the Teacher Certificate or the Examination Certificate
	請攜帶正本驗證
Please prepare the original copy for further inspection.
	人事室
Personnel Office
	□
	□

	7 
	通過英檢或相當考試證明文件影印本
A photocopy of the  English language ability exam certificate 
	
	人事室
Personnel Office
	□
	□

	8 
	離職證明書影印本
A photocopy of Termination Certificate
	請攜帶正本驗證
Please prepare the original copy for further inspection.
	人事室
Personnel Office
	□
	□

	9 
	勤惰記錄卡
Attendance Recording Card
	轉任人員繳交
For employees transferring from another  college
	人事室
Personnel Office
	□
	□

	10 
	健康檢查表
The original copy of Health Checkup Certificate for employment  
	
	衛教組
	□
	□

	11 
	退伍令影印本
A photocopy of Military Service Discharge Order
	男性繳交，請攜帶正本驗證
For male only, and please prepare the original copy for further inspection.
	人事室
Personnel Office
	□
	□

	12 
	照片(電子檔)
Photo (Electronic file)
	電子檔傳至；aex@yuntech.edu.tw，主旨請註明”聘任單位姓名申請教職員證相片檔”。
Please e-mail the photo to aex@yuntech.edu.tw with the title of “Photo of xxxx(unit and name) for YunTech ID Card”
	人事室
Personnel Office
	□
	□
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請領教師證書者應填送表件
Documents required to be submitted for Applying for a Teacher Certificate

	項          次

Item No.
	填寫說明、注意事項

Description and Items for Attention
	業務承辦單    位

Unit in charge
	檢查勾記CheckBox

	
	
	
	教師
檢核

Check by the faculty
	人事室檢核

Reviewed by Personnel Office

	1 
	教師資格審查履歷表1份
A copy of the Resume for the Purpose of Teacher Qualification Review
	1. 請至教育部網站填寫（網址：http://www.schprs.edu.tw）。
Please complete the application form using  the Application System for Teacher Qualification Review of the Ministry of Education (http://www.schprs.edu.tw).

2. 教師先行註冊帳號後，再登入系統填寫教師資格審查履歷表。
Teachers shall register for an account on the system, await their account and status being activated by the case officer from the Personnel Office, and log onto  the system to complete an on-line  resume for the teacher qualification review.
3. 請參考網站上登載之填表說明，依式輸入資料後，印出1份簽名並貼上照片，另再浮貼1吋照片（製作教師證書用）送人事室。
Please refer to the webpage for detailed instructions on how to fill in the form needed for this job application. . Upon  completion, please print one copy out with your own signature given and have  a recent photo attached to the application form . Also,    another recent photo shall be included on its own and used for Teacher Certificate. All of the documents shall be submitted to the Personnel Office.
	人事室
Personnel Office
	□
	□

	2 
	外國學位送審教師資格修業情形一覽表1份
A copy of the Course by Course Evaluation Form for Review of Teacher Qualification  (Applicants with a Foreign Degree)
	1. 送審人外文姓名、國外畢業學校之外文名稱及送審學位或文憑外文名稱，需與國外學歷證件所載者同。
As the applicant, please provide your   name written in English  , the university you graduated from, and the degree or diploma (as shown on the certificate used as  proof of your education) for review.
2. 請詳實填寫「各學期修業起訖年月」與「修業前後及修業期間出入境年月」。
Please detail the months and years of the start and end of each semester and the entry and exit dates abroad during your  study abroad.
3. 所得學位性質較特殊者，請於「送審人對送審學位之補充說明」簡要說明。
For those who obtain  a degree in a discipline with which most people are not familiar, please provide a brief introduction as the additional relevant information on  the discipline for the purpose of teacher qualification review.
	人事室
Personnel Office
	□
	□

	3 
	修讀學位期間之入出國證明書
Certificate of Entry and Exit Dates abroad  during your   study abroad for a PhD degree or a  master’s degree.
	持國外學歷者需檢附修讀博士期間之入出國證明書，請至入出境管理局及國內各地服務處辦理（請詳閱附件申請須知）
Employees with foreign degrees shall provide proof of their travels in and out of Taiwan during their study abroad for a PhD degree or a master’s degree. Such proof shall be applied for at the National Immigration Agency, Ministry of the Interior (Republic of China), or other local government agencies (please refer to the appendix for instructions regarding this regard ).
	人事室
Personnel Office
	□
	□


以上注意事項均己詳閱並填(備)妥相關表件。
I have already read the information above with care  and filled in (prepare) the relevant documents .
教師簽名Faculty Signature：　　　　　　　　　日期Date：　　年　　月　　日(YYYY/MM/DD)[image: image4.png]
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